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MANAGER SELF-SERVICE - Classroom
CONNECT Manager Self-Service

Manager Self-Service encompasses all the pages where managers will use for request and direct
report related transactions. The navigational folder is available through the Main Menu, from
which managers/supervisors can access all sections of CONNECT to manage their direct reports.

During this module you will review topics on:

e Introduction to Manager Dashboards

e Time and Absence Approval Process

e Recruitment Processes

e Delegation of Manager Tasks

e Create and Update Performance Documents

Introduction to Manager Dashboards

Introduction to Manager Dashboard

Managers have access to two dashboards that will provide them with an overview of pending
approvals, quick access to specific tasks, and alerts to due dates or expirations.

During this module you will review topics on:
e Understanding the Manager Dashboard

e Understanding the Time and Labor Dashboard
o  Worklists: A List of All Pending Approvals
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Understanding the Manager Dashboard

The Manager Dashboard provides supervisors a quick view of:

o Alerts

e Expiring Licenses

e Direct Line Reports (summary, job details, contact, compensation, etc.)
e Manager Self-Service Links

e Manager Expiration Dates

e Job Openings (created by the manager)

e Vacant Positions

e Pending Approvals

#& Home | Sign cut

ard Persansiizs Coment | Layout 2 Hep

s ow ; 3 Direct Line Reports S o- :Elj My Open Jobs c ow

i Find viewan | B B t7a7 || viow s mot sssigned to ey open jois
@ “nnual Perdomance Appraisal Dus an 1 - - - - . . Rt 1o Fravionss Fige
70 fr DESORA WATARER Summary | Job Details | Contact me || Succession | B
Hame Joan Titke Performance Rating Pesiion i Salary Range B30 Beowan Job Cipanings
Annual Pedomance Apprisel Due an LBy HONO — =
© or for DEGORAN WAITARER o ASHLEY MCKEMZE  Judbciery Clerk Il 8 Creme sob Opening
—_—
MELISEA SALVADGS s Bidhday b on - r
L Qs " i ITAHER | ——— .\..) Manager Seit-Service Links o o=
|
Licensa/Cerificate Exgires: on 1001 for Time ana (i New Posttion
VELSe S AnGE - Sotn et o T | ————| (&2 e "1® Request
sugtherization MRS BURGESS -“f“‘ - [ Dashbosd
B 4 Acting Prctaticn [y Contract
View All MELECA A VA | el Gk il = *; Capacity A fopen [ renewal
Ll R
Manager Expiring Licenses 2 [or Bauest
Licenses and Cerificates Jeminaion ot 8_‘ Discrpanary
Mame ListnseiGerinioas Hesduurt Aiplics Regseat
MELIS5A [S# manager Expiration Dates o o pintain [F) freate
Siumboe  Stale Fleet Car Autharzation = bt i o B Tolewiibers |7 Docsmnents
= Orscriton el Dy o Enet Date =\ Cument _ Werklist
I'E;—‘_; Vacani PosiGons a (o= WHITAKE Pribisfion Perod End Cale ] oocumens =
WLEWELLYMELLEN Frobation Period End Dat

[ [T S —— - = CONNIEL Frobasion Pesiod "
5 Recoedation Clerk 8 Ful-Time  Reguiar MCHENZIE ASHLEY N Frobation Penod End Cale
@ Pending Approvals o (o
e gebing o it
[ovancriptesubmitAction_win{document uwind, MAMESS ) T

Procedure

This topic will describe the various pagelets available in the Manager Dashboard.

Step @ Action [\ [o] {1

1. Click in the User ID field.

2. Enter "connie.green" into the User ID field.

3. Click in the Password field.
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4, Enter "welcomel" into the Password field.
5. Click the Sign In button.
Sign In
6. Click the Main Menu button.
hain Menu "‘
7. Click the Manager Dashboard menu.
H Manager Dashboard

8. The manager dashboard is the centralized page to facilitate
manager's tasks.

9. Alerts display items that require actions based deadlines. It will
also alert you on direct reports birthdays and anniversaries.

10. | The Manager Expiring Licenses pagelet displays all of the direct
report's licenses and certificates expiring within 60 days.

11. | The Vacant Positions pagelet displays direct report current
vacant positions.

12. | The My Open Jobs pagelet displays all the job openings created
by the manager.

13. | The Manager Self-Service Links pagelet provides quick access to
the various request forms.

14. | The Pending Approvals pagelet displays a list of pending
approvals required manager's attention.

15. | The Manager Expiration Dates pagelet will display probationary
period end dates, expiring contracts, and acting capacity end
dates. The Days to End Date column color codes are:

Yellow shows within 15 days of expiration.
Red shows within 5 days of expiration.

16. | The Direct Line Reports pagelet displays all employees’ summary
information including Job Details, Contact, Compensation, and
Performance.

17. | Click the MELISSA SALVADGE link to access the Talent Summary
page.

[MELISSA SALVADGH

18. | The Talent Summary page provides the job information at the
top. The bottom displays a set of pagelets with employee's
details of qualification, compensation and performance.

19. | Click the scrollbar to move down the page.

20. | Click the scrollbar to move up the page.
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21. | Click the Return To Manager Dashboard link.
|Return To Manager Diashboard

22. | Click the Job Details object.
Job Details

23. | Click the Contact object.
Contact

24. | Click the Compensation object.

Compenzation

25. | Click the Performance object.

Performance

I

26. | Click the Summary object.

Summary

27. | Click the Home link.

28. | Click the Sign out link.
Sign out

29. | You have completed the review of the Manager Dashboard topic.
End of Procedure.
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Understanding the Time and Labor Dashboard

The Time and Labor Dashboard allows Managers to view schedule deviations and act on
overtime requests, absence requests, and reported time approvals.

+» CONNECT
‘.r
Maryland Judiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Laber Dashboard ﬁ
Time and Labor Dashboard Perscnalize Content | Layout ? Help
Selection Criteria ov
Search Clear
Time Reporter Group Q, Employee ID Q Empl Record Q,
Last Name Q First Name aQ Department Q
Supervisor ID Q. Reports To Position Number Q Location Code Q.
Workgroup Q
% Overtime Requests av @ Reported Time Approvals o
TRC Catego e
[]  Julia Roberts 11/1012015 220 9OV | All Categories [=]
Reported Time Personalize | Find | 101
[F] Julia Roberts 11/1312015 500 Name TRC Catagory Quantity Type Timesheet
[E Angelina Jolie Time worked 80.0 Hours Timesheet
Approve Deny Push Back View Details
Select All Deselect All
%{\9 Mo e - Approve Deny Push Back View Details

In this topic, you will review the time and labor dashboard.

Step @ Action [\ [o] {1

1. Click the Time And Labor Dashboard tab.
| Time And Labor Dashboard |

2. | The Time and Labor Dashboard is separate from the Manager
Dashboard allowing Managers to view schedule deviations and
act on overtime requests, absence requests, and reported time
approvals.

3. When an employee submits an overtime request, leave request,
or timesheet, their direct manager will be notified of the
approval request via email and/or the Time and Labor
Dashboard.

Note: If the direct manager does not approve the request prior
to payroll processing, all pending requests will be routed to the
manager's manager for review and approval.

4, Overtime requests and absence requests are displayed on the
left side of the page.

5. Reported time approvals and schedule deviations are displayed
on the right side of the page.
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6. Notice each approval section gives you the option to approve,
deny, or pushback directly from the dashboard.

It is recommended however, that you click the employee's name
for the desired request to view the request details, then approve,
deny, or pushback.

7. | The Selection Criteria fields allow you to enter specific criteria in
order to filter the approval requests displayed on the dashboard.

8. Click the Look up Last Name button.

2]

9. Click the Jolie link.

10. | Click the Search button.
Search

11. | Notice Angelina Jolie is now the only employee displayed on the
dashboard.

12. | Click the Clear button to clear the search criteria that was
previously entered.
Clear

13. | Click the Search button.
Search

14. | Notice that all approval requests are displayed on the dashboard.

15. | Click the Julia Roberts link to view the details of her overtime

=
0}

e

[=

[0}

(%]

o

Julia Roberts

16. | View the request details. From this page, you can approve, deny,
or pushback the request.

17. | For this example, click the Close (X) button to close the Overtime
Request Details page.

]

18. | Click the Angelina Jolie link to view the details of her absence
request.
Angelina Jolie

19. | View the request details.

20. | Click the Vertical scrollbar to move down the page.

21. | From this page, you can approve, deny, or pushback the request.

22. | For this example, click the Return button.
Return
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23. | Click the Angelina Jolie link to view the details of her timesheet.
Angelina Jolie

24. | By clicking in to the employee's reported time, you have the
ability to select all rows of time or individual rows of time to
approve, deny, or push back.

25. | Click the checkbox for the 11/11/2015 row.

26. | At this point, you can approve, deny, or pushback a single row of
time for Angelina.

27. | Click the Select All link to select all rows.

Select All

28. | At this point, you can approve, deny, or push back all rows of
time.

29. | Click the Deselect All link to deselect all rows of time.

Deszelzct All

30. | For this example, click the Return button.

31. | If you want to submit time on behalf of one of your direct
reports, you can navigate directly to their timesheet from the
dashboard.
Click the Timesheet link for Angelina.

32. | Click the Jolie link.

33. | As a manager, you can:
1) Update and submit an employee's time
2) Approve the employee's time once it has been submitted
Use the Submit button to submit and the Approve button to
approve.

34. | Click the Time and Labor Dashboard menu.

Time and Labor Dashboard
35. | Click the Vertical scrollbar to move down the page.
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36. | The Schedule Deviation graph is an analytical tool that shows the
number of scheduled hours, scheduled hours to date, reported
hours, approved hours, and the schedule deviation for your
employees for the current time period.

You can click into the graph or an employee name to view their
time.

37. | You can navigate to previous or future time periods using the left
and right arrows.

38. | Click the Vertical scrollbar to move up the page.

39. | Click the My Page tab
| Wy Page

40. | Click the Sign out link.

41. | You have completed the topic "Understanding the Time and
Labor Dashboard".
End of Procedure.

Page 8



TQONNECTE TRAINING GUIDE

TRAMIKIG LIER BT

Understanding Worklists

Worklists are prioritized lists of the work items that a person (or group of people) has to do.

Favontes Main Meru Workist

5 CONNECT

Worklist

Worklist Filters

Worklist Hems Personaize | Find | View As | ) B
From Date From Work Isem Worked By Actvty Prceity

Procedure

In this topic you will review using the Worklist to view notification messages.

Step @ Action [\ [o] {=1

1. Click in the User ID field.

Enter "lee.robinson" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

6. Click the Main Menu button.

7. Click the Worklist menu.
J  Worklist b

8. Click the Worklist menu.

[E]  Workiist

9. Worklists are prioritized lists of the work items that a person (or
group of people) has to do.
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10. | You can sort the worklist items by clicking on the headers of each
column.

For example: by clicking on the Date From, the items will sort by
date.

11. | When work is routed to a CONNECT user, it is put in the user’s
worklist. To work on an item, select it from the worklist and the
appropriate page will open so you can begin work.

12. | Click the Home link.

13. | Click the Sign out link.
Sign out
14. | You have completed reviewing how to use the Worklist to view

notification messages.
End of Procedure.
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Time and Absence Approval Process

Time and Absence Approvals

During this module you will review topics on:

e Approving a Timesheet from the Time and Labor Dashboard

e Review, Correct, Approve a Punch Timesheet

e Approving Overtime Request

e Approve Direct Report Absence Request

e Approve Direct Report Extended Absence Request - FMLA Take

Approving a Timesheet from the Time and Labor Dashboard

The Time and Labor Dashboard allows Managers to view schedule deviations and act on
overtime requests, absence requests, and reported time approvals.

+» CONNECT
k n4
Maryland Judiciary
My Page My HR Manager Dashboard Company Directory Learning Dashboard Time And Labor Dashboard | 4§
Time and Labor Dashboard Personalize Content | Layout 2 Hep
Selection Criteria o
Search Clear
Time Reporter Group Q. Employee ID Q Empl Record Q.
Last Name Q First Name Q Department Q
Supervisor ID Q, Reports To Position Number Q Location Code Q,
Workgroup Q
%{‘9 Overtime Requests s @ Reported Time Approvals -4
TRC Category | All Categories
[E] Julia Roberis 111102015 220 - EI
Reported Time Personalize | Find | ] 1of1
[F] Julia Roberts 1111312015 500 Name TRC Category Quantity Type ~ Timesheet
[T]  Angelina Jolie Time worked 80.0Hours  Timesheet
Approve Deny Push Back View Details
Select All Deselect All
% Absence Request o Approve Deny Push Back View Details

In this topic, you will approve a timesheet from the time and labor dashboard.

Step @ Action [\ [o] {=1

1. Click the Time And Labor Dashboard tab.
| Time And Labor Dashboard |

2. | The Time and Labor Dashboard is separate from the Manager
Dashboard allowing Managers to view schedule deviations and
act on overtime requests, absence requests, and reported time
approvals.
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3. When an employee submits an overtime request, leave request,
or timesheet, their direct manager will be notified of the
approval request via email and/or the Time and Labor
Dashboard.

Note: If the direct manager does not approve the request prior
to payroll processing, all pending requests will be routed to the
manager's manager for review and approval.

4, You can approve, deny, or push back time directly from the Time
and Labor Dashboard.

However, it is recommended that you view the details of each
employee's time before you choose an action.

5. Click the Angelina Jolie link to view the details of her timesheet.

Angelina Jolie

6. By clicking in to the employee's reported time, you have the
ability to select all rows of time or individual rows of time to
approve, deny, or push back.

7. Click the checkbox for the 11/11/2015 row.

E

8. At this point, you can approve, deny, or pushback a single row of
time for Angelina.

9. Push Back is used when the information requires a correction by
the employee.

NOTE: Push Back only the line item that requires employee
correction. They will have to edit each input for the day to
resubmit for approval.

Do not Push Back the timesheet unless the whole timesheet
requires correction.

10. | Once you complete an action, Approve, Deny, Push Back, the
page will update and the item will be removed from the
dashboard.

11. | Click the Select All link to select all rows.

12. | At this point, you can approve, deny, or push back all rows of
time.

13. | Click the Deselect All link to deselect all rows of time.
Deselect All

14. | For this example, click the Return button.
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15.

If you want to submit time on behalf of one of your direct
reports, or make corrections, you can navigate directly to their
timesheet from the dashboard.

Click the Timesheet link for Angelina.

16.

Click the Jolie link.

17.

As a manager, you can:

1) Update and submit an employee's time
2) Approve the employee's time once it has been submitted

Use the Submit button to submit and the Approve button to
approve.

18.

Click the Time and Labor Dashboard menu.

Time and Labor Dashboard

19.

Click the Sign out link.

20.

You have completed the topic "Approving a Timesheet from the
Time and Labor Dashboard".
End of Procedure.
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Review, Correct, Approve a Punch Timesheet

A Manager has the ability to review, correct, and approve an employee's submitted punch
timesheet.

Favoctes v Main Menu ~ Manager Self Service ™ > Time Management ¥ > Approve Time and Exceptions ¥ >  Reported Time

#& Home | Signout

+ CONNECT e e

Notffication  NavBar

| New Window | Help | 5

~
Timesheet
Employes ID 000008350
“View By[V v Previous Week  Next Week
*Date Wa,
Reported Hours 420
From 09/30/2015 to 10/0612015
L Puncn Overrids act
Comments Doy Dats  Reporsastats n Lunc i out Unch Tims Reporting Code Quantty Y000 gy Project D Actaty D
o] Wed Q Q 2 * =
o] Th aQ a Q ¥ =
'»] i 19 Q Q [COURTOPS | [BT-IUR + =
=] Q Q o & =)
=} Q Q Q e =
o Q Q Q #] =
o =y Q Q £ =
(o] 10][corRR_ | Q [COURTOPS |Q [OTFILEROOMIQ, 108 [+ =
o] S00:00AM| [1200:00PM Q Q Q Q 108 | =
Save for Later Submt
Summary b Excepti Payable Tim
Reported Personaize | Fnd | 2| R 1303

le - g Ty £t st sun Mon Tus
Colgony. el % 10 02 103 104 105 108

P 00 0

420 80 80 00 80 o0

v

Procedure

In this topic, you will review a direct report's punch timesheet, make a correction, and approve
the time submitted.

Step | Action Notes

1. Click in the User ID field.

2. Enter "andrew.furletti" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In

6. Click the Main Menu button.
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7. Click the Manager Self Service menu.
|| 1 Manager Self Service ' |

8. Click the Time Management menu.
| 4 Time Management : ||

9. Click the Approve Time and Exceptions menu.
| J  Approve Time and Exceptions ¥ “

10. | Click the Reported Time menu.
| =| Reported Time ”

11. | Click in the Selection Criterion Value field.

12. | Enter "Duck" into the Selection Criterion Value field.

13. | Click the Get Employees button.
| Get Employees |

14. | Click the Duck link.

Duck

15. | Prior to approving time, a Manager should review the employee's
timesheet to verify its accuracy. Best practice is to request the
employee correct the time, however if the Manager must correct
the time, they will need to use an override reason code to
document the reason for the change.
The Comments bubble in Timesheet can be used for additional
information as well.

16. | If the overtime is related to a project, the Manager would select
a Project and Activity ID.
Click the Look up Activity ID button.

17. | Click the OT-FILE ROOM link.

OT-FILE ROCM
18. | Click the Look up Override Reason button.
19. | Use the Override Reason code to document the reason why the

Manager is editing the employee's time.

Click the CORR link.
CORR
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20. | Click the Submit button.
Submat

21. | Click the OK button.

22. | As Manager, you have the option of pushing back the entire
timesheet or pushing back only the rows that need to be
corrected.

In the Timesheet section, you can Select the individual rows to be
pushed back by checking the Select column next to that row or
you can click the Select All button to push back the entire
timesheet.

23. | Please note: If you push back an entire timesheet, you will
receive an email notification for each field on the timesheet. Itis
recommended that you only push back the row that needs to be
corrected.

Once you have made your selection, click the Push Back button
in the Approval section.

24. | Click the Select All button.
Select All

25. | Click the Approve button.
Approve

26. | Click the Yes button.

Yes

27. | Click the OK button.

28. | The Summary tab summarizes worked overtime and comp time
hours by day.

29. | Click the Leave / Compensatory Time tab.

| Leave [ Compensatory Time |

30. | Leave and Comp Time balances can be viewed on the
Leave/Compensatory Time tab.

31. | Click the Absence tab.

32. | Click the Vertical scrollbar to move down the page.
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33. | The Absence tab can be used to launch an absence request. This
topic will be explored in more detail in the Absence Management
UPKs.

All accrued absence balances can be viewed at the bottom of the
timesheet page.

34. | Click the Exceptions tab.

35. | Click the Home link.

36. | Click the Sign out link.

37. | You have completed the Review, Correct, Approve a Punch
Timesheet topic.
End of Procedure.

Approving Overtime Request

A Manager has the ability to approve an employee's request for overtime.

Favorites ™ MainMenu ¥ Manager Self Service Time Mansgement ¥ > Approve Time and Exceptions

- CONNECT

Approve Employee Overtime
Overtime Request Details

E Employ 000002923
Overtime Information
Date On Request 021162015 Date Submitted 03/1672015

Overtime Hours

Request Status Needs Approvs!
Approval Details
Role Name Name Request Status Trans Date Comment
Origintor SARARICE Needs Approval  08/16/2015 Lste sppoiniment

a
By PosMgmt
Overtime Request Approval for 2015-08-16:Pending (O View'ide Comments.
Route to Poshgmt
Skipped Pending

y PHLPHLTON| "y Mufigle Aoprovers
£ TiByPosvigne L Eror Siep

]

Comments
Approve Deny PushBack

View All Overtme Requests

Retum to Select sn Employee Request

Procedure

In this topic, we are approving a request to work overtime by an employee.
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Step ‘ Action Notes

1. Click in the User ID field.

2. Enter "dennis.scott" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

6. Click the Main Menu button.

7. Click the Manager Self Service menu.

4 Manager Seif Service L

8. Click the Time Management menu.

l 1 Time Management *|
9. Click the Approve Time and Exceptions menu.
| 1 Approve Time and Exceptions b |

10. | Click the Overtime Requests menu.

|:I =l Owerfime Reguesis |

11. | For this example, you are approving an overtime request
submitted by Sara Rice.

12. | Click the Get Employees button to pull up employees that have
already submitted an unapproved overtime request.

Not all the Manager's direct reports will appear in this list.
Get Employees

13. | Managers have the ability to Approve, Deny, or Push Back an
overtime request.

14. | Click the RICE link.
RICE

15. | Click the Approve button.
| Approve |

16. | Click the Yes button to confirm approval of the overtime request.

fas
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17. | Click the OK button.

18. | Click the Home link.

19. | Click the Sign out link.

20. | You have completed the Approving Overtime Request topic.
End of Procedure.

Approve Direct Report Absence Request

Approve Direct Report Absence Request

i 5 e 1 Y S 3, SRR 8 e S S 0 i L e 0 e e

Absence Detail

Start Date 03/25/2015
End Date 08/25/2015 Attach Documentation
Absence Name Annual Leave Take
Reason Sick
Partial Days None
Duration 3.00 Hours

Forecast Balance

Workflow

Status Submitted

Comments

Requestor Comments

Approver Comments &
GoTo View Absente Reguest History ‘View Absence Balances View Monthly Calendar
Approve Deny Push Back

Retum fo Absence Requests

“Disclaimer The current balance does not reflect absences that have not been processed.

Ho0wm v

Procedure

In this topic, you will approve an absence request for a direct report.
Step @ Action [\ [o] {=1

1. Click in the User ID field.

2. Enter "gary.leasure" into the User ID field.

3. Click in the Password field.
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Step ‘ Action Notes

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.
Sign In

6. Click the Main Menu button.

7. Click the Manager Self Service menu.

| 1 Manager Self Service F|

8. Click the Time Management menu.

| d  Time Management ¥ |

9. Click the Approve Time and Exceptions menu.

| 3  Approve Time and Exceptions r |

10. | Click the Absence Requests menu.

| .J Absence Requesis |

11. | The Absence Requests page automatically defaults to show
requests that are Pending approval. You can change the view to
Approved or Denied requests by clicking the drop down menu
then clicking the Refresh button.

12. | Click the W TIMOTHY FINAN link to view the details of the
absence request.
| w TIMOTHY FinaN |

13. | Click the Vertical scrollbar to move down the page.

14. | Click the Approve button.
Approve

15. | Click the Yes button to approve.

| Yes |

16. | Click the OK button.

17. | Click the Home link.

18. | Click the Sign out link.
[ sian out

19. | You have completed the Approve Direct Report Absence Request
topic.
End of Procedure.
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Approve Direct Report Extended Absence Request - FMLA Take

Approve Direct Report Extended Absence Request - FMLA Take

CONNECT

Procedure

In this topic, you will approve an FMLA take extended absence request for a direct report.

Step | Action Notes

Click in the User ID field.

Enter "alexandra.williams" into the User ID field.

Click in the Password field.

Enter "welcomel" into the Password field.

A o B

Click the Sign In button.

6. Click the Main Menu button.

Main Menu

7. Click the Worklist menu.
L  Worklist *

8. Click the Worklist menu.

|j Worklist

9. To sort the worklist items,
Click the Date From column header.

Date From

10. | To sort the worklist items,
Click the Date From column header 2 times. The most recent
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Step ‘ Action Notes

11. | Click the AM_Extended_Abs link for Charnasky, Michael S.

12. | Click the Vertical scrollbar to move down the page.

13. | The Absence Request section displays the details of the
employee's FMLA extended absence request.

Click the Select checkbox for FMLA Take.

=

14. | Click the Approve button.
Approve

15. | Click the Yes button to approve.
| Yes |

16. | Click the OK button.
17. | Click the Home link.

18. | Click the Sign out link.

19. | You have completed the Approve Direct Report Extended
Absence Request - FMLA Take topic.
End of Procedure.
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Recruitment Processes

During this module you will review topics on:

e Creating a Job Opening and Entering Job Details
e Viewing Applicant Activity

e Scheduling Applicant Interviews

e Completing an Interview Evaluation

e Recording the Final Interview Recommendation

Creating a Job Opening and Entering Job Details
Create a Job Opening and Enter Job Details

This topic will demonstrate the process of creating a job opening by providing both high level
and detailed information about the position.

Favorites * Main Menu ~ > Recruitng ¥ > Create Job Opening

- CONNEC

Maryland Judiciary

Primary Job Opening Information
2} Recruiting Home

Job Details (7
Job Opening Type | Standard Requisition E|

*Business Unit MDJUD Q. Maryland Judiciary

*Job Family Q
Department Q
*Position Number &}
Job Code Q
*Recruiting Location Q,

*Job Posting Title
Profile Details (7

Job Profile (7

Profile 1D View Profile

Q, View Profile @
Add Job Profile

Continue

Procedure

In this topic, a Hiring Manager creates a job opening and enters job details such as work
experience and degrees required and also assigns the Hiring Team.

Page 23



TRAINING GUIDE TCONNECTed

Step ‘ Action Notes

1. Click in the User ID field.

Enter "david.warnick" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

6. Click the Main Menu button.

7. Click the Recruiting menu.
O Recruiting »

8. Click the Create Job Opening menu.
J Creat
9. In this section, you will enter all required information which will
be marked with an asterisk.
10. | Click in the Job Family field.

11. | Enter "CRTMGT" into the Job Family field.

Job Opening

4k}

12. | Click the CRTMGT object.
RTMG
13. | Click in the Position Number field.

14. | Enter "086611" into the Position Number field.

15. | Click the 086611 object.
086611

16. | Click in the Recruiting Location field.

17. | Enter "1002" into the Recruiting Location field.

18. | Click in the Profile ID field.

19. | Enter "601001" into the Profile ID field.

20. | Click the 601001 object.
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21. | Click the Continue button.
| Continue |
22. | Click the Update Primary Profile option.
23. | Click the Continue button.
| Continue |
24. | Click in the Desired Start Date field.
25. | Enter "08/30/2015" into the Desired Start Date field.
26. | Click the Vertical Scroll bar to move down the page.
27. | Click the Highest Education Level drop-down list.
28. | Click the C-HS Graduate or Equivalent list item.
29. | Click in the Years of Work Experience field.
30. | Enter "3" into the Years of Work Experience field.
31. | Click the Add Degrees button.
| Add Degrees |
32. | Enter "BA" into the Degree field.
33. | Click the Bachelor of Arts object.
[BA Bachelor of Aris |
34. | Click the Save and Add Another button.
| Save and Add Another |
35. | Enter "bs" into the Degree field.
36. | Click the Save button.
37. | Click the Vertical Scroll bar to move up the page.
38. | Click the Hiring Team Assignments tab.
| Hiring Team Assignments
39. | Click the Add Recruiter Team button.
| Add Recruiter Team
40. | Click the Select option for AOC Recruitment Team.
41. | Click the OK button.
42. | A Primary Recruiter must be selected for all job openings.
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Step ‘ Action Notes

43. | Click the Primary option next to MARCY GOODE.

=l

44. | Click the Add Hiring Manager button.
| Add Hiring Manager |

45, | Click in the Name field.

46. | Enter "David Warnick" into the Name field.

47. | Click the Vertical Scroll bar to move down the page.

48. | Click the Save and Submit button.
| Save and Submit |

49, | Click the Home link.

50. | Click the Sign out link.

Sign out

51. | You have completed the topic "Creating a Job Opening and
Entering Job Details."
End of Procedure.

Viewing Applicant Activity
Viewing Applicant Activity

This topic demonstrates the process for viewing applicant activities such as their current status,
interview schedules and evaluations, expenses, and history.

Favortes ~ Main Meny ~ Recruiting ¥ >  Search Applicants Manage Applicant #& Home

Sign out

- CONNECT

Manage Applicant

| Hetp | Personaiize Page | @&

Save gaReturn | ff}Recruting Home | ASearch Applicants | 4 Next | g Create Applicant | G2 Ada Note | [B§Add to List | [ Ada Appication | @i Change Status | >> Personalize

Name Rick
Applicant ID 1

Preferred Contact
Phone

Email

Address

Applicant Activity

Cument Status | Inte: Hislory
Applicant Activity
Select Job Opening ID Disposition Resum e
1018 100 Hold » Other Actions
I 1016 y 10 Hire ~ Other Actions
Save 4oReturn | f§Recruting Home | A Search Applicants | [ Next | §g Create Applicant | (2 Add Note | [5§Add to List | [ Add Appiicaton | {§ Change Status | >> Top of Page
Procedure

In this topic, the Hiring Manager views the applicant's activity.
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Step ‘ Action Notes

1. Click in the User ID field.
2 Enter "jeffery.qualey" into the User ID field.
3 Click in the Password field.
4, Enter "welcomel" into the Password field.
5 Click the Sign In button.
Sign In
6. Click the Main Menu button.
Main Menu "‘
7. Click the Recruiting menu.
LJ  Recruiting *
8. Click the Search Applicants menu.
J Search Applicants
9. Click the Search My Applicants option to uncheck the box.
10. | Click in the Last Name field.
11. | Enter "Martin" into the Last Name field.
12. | If you are unsure of the last name of the applicant, you can leave
this field blank and click search.
13. | Click the Search button.
| Search |
14. | Click the Ricky Martin link.
Ricky Martin
15. | Here, you can see the current status of the Mr. Martin's
applications.
16. | Click the History link.
17. | Here, you can view Mr. Martin's entire applicant history.
You can click different links to view the applicant's file.
18. | Click the Home link.
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19. | Click the Sign out link.

20. | You have completed the topic "Viewing Applicant Activity".
End of Procedure.

Scheduling Applicant Interviews

Scheduling Applicant Interviews

This topic will demonstrate the process for scheduling an applicant interview. You can schedule
applicant interviews at any time in the recruiting process, whether or not the applicant is
associated with a job opening.

Favorites ¥ Main Menu ¥ Recruiting ¥ Search Job Openings Manage Job Opening A Home | Signout

- CONNECT

Interview Schedule

New Window | Help | Personalize Page | B «

Submit | | SaveasDraft | | gmRetum Personalize
Job Opening ID 1027 Business Unit MDJUD (Maryland Judiciary)
Job Opening Status 010 Open Job Posting Title Judiciary Clerk II
Submitted No Position Number 086611 (Judiciary Clerk )
ISHA BEAZER
Applicant ID 1027 Preferred Contact =

Applicant Type Employee

Interview 1 - Date not entered 2

*Date [ Interview Status [ Unconfirmed =] Initiator JEFFERY QUALEY
*Start Time Interview Type = Scheduler Status [Initial - Not Visible [+]
*End Time Applicant Response |None B ¢
*Time Zone [EST Q
Interviewers (2
Interviewer ID Interviewer Name Date Start Time End Time Time Zone Response Comments Availability
000001048 |@_DAVID WARNICK None [~ &) & i}
Add Interviewer
Venue Information (7
Venue Q Location
Response =]
Add/Edit Venue <

Procedure

In this topic, a recruiter will schedule an applicant interview.

Step | Action Notes

1. Click in the User ID field.

Enter "jeffery.qualey" into the User ID field.

2
3. Click in the Password field.
4

Enter "welcomel" into the Password field.
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5. Click the Sign In button.
Sign In
6. Click the Main Menu button.
Main Menu "‘
7. Click the Recruiting menu.
L Recruiting J
8. Click the Search Job Openings menu.
J Search Job Openings
9. Click in the Job Opening ID field.
10. | Enter "1027" into the Job Opening ID field.
11. | Click the Search button.
12. | Click the Judiciary Clerk Il link.
Hudiciary Clerk Il |
13. | Click the Manage Interviews button.
14. | Click in the Date field.
15. | Enter "09/15/2015" into the Date field.
16. | Click in the Start Time field.
17. | Enter "10:30AM" into the Start Time field.
18. | Click the End Time field.
19. | Enter "11:30AM" into the End Time field.
20. | Click the Interview Type drop-down list.
| ]
21. | Click the Onsite Interview list item.
|Gnsite Interview ||
22. | Because this interview has a job opening attached, the
Interviewer will auto-populate with the hiring manager attached
to that job opening.
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Step ‘ Action Notes

23. | Click the Add Interviewer button.
| Add Interviewer |

24. | Enter "000000828" into the Interviewer ID field.

25. | Click the Availability button.

26. | The Interview Schedule page shows that Connie Green has open
availability.

27. | Click the Return button.

28. | Click the Availability button.

29. | Click the Return button.

30. | Click the Comments button for DAVID WARNICK.

31. | Enter "Please let me know if this time conflicts with another
appointment." into the Comments field.

32. | Click the OK button.

33. | Click the Vertical scroll bar to move down the page.

34. | Click in the Location field.

35. | Enter "508 Taylor Avenue Annapolis, MD 21401" into
the Location field.

36. | Click the Letter drop-down list.

37. | Click the Interview Letter IS1 list item.
|Interview Letter 151 |

38. | Click in the Date Printed field.

L 1

39. | Enter "09/03/2015" into the Date Printed field.

40. | You will not be able to view the Interview Letter until you save
the page.

41. | Click the Save as Draft button.

42. | Click the Vertical scroll bar to move down the page.
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43. | Click the Generate Letter button.
Generate Letter
44. | Click the Open button.
Open
45, | Click the X button.
x
46. | Click the X to exit out of tab.
x
47. | Click the Submit button.
48. | Click the OK button.
49, | Click the Home link.
#& Home
50. | Click the Sign out link.
51. | You have completed the topic "Scheduling Applicant Interviews".
End of Procedure.
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Completing an Interview Evaluation

This topic will demonstrate the process for completing an Interview Evaluation. Interview
evaluations are specific to the context of a particular job opening (or an application without a
job opening). To complete an evaluation, evaluators assign ratings for individual evaluation
categories, give an overall rating and recommendation, and enter any comments.

Favorites ¥ Main Menu ¥ > SelfService ¥ > Recruiting ¥ > Interview Evaluations A& Home | Signout

New Window | Help | Personalize Page | =

Interview Evaluations

Please complete interview evaluations for the applicants listed. Select the link in the Action column to access
an evaluation form. The list includes only applicants who were interviewed during the specified time period. To
view other applicants, change the interview dates and then select the Refresh button

Show Interviews Between 08222015 |sjand (0972212015 |5 [ Refresh

Interview Evaluations

You do not have any interview evaluations for this time period

Procedure

In this topic, the Hiring Manager begins and completes an Interview Evaluation.

Step ‘ Action Notes

1. Click in the User ID field.

Enter "david.warnick" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

6. Click the Main Menu button.

Main Menu -

7. Click the Self Service menu.
1 Self Service *

8. Click the Recruiting menu.
L1  Recruiting L4

9. Click the Interview Evaluations menu.

Ij Interview Evaluations

10. | A specified time period must be entered in order to view
applicants.
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11. | Click in the Show Interviews Between field.
12. | Enter "09/01/2015" into the Show Interviews Between field.
13. | Click in the and field.
14. | Enter "10/01/2015" into the and field.
15. | Click the Refresh button.
16. | Click the Evaluate Applicant link.
Evaluate Applicant
17. | Click the Interview Rating drop-down list for Communications
skills.
18. | Click the Excellent list item.
|Excellent |
19. | Click the Interview Rating drop-down list for Education/Training.
20. | Click the Excellent list item.
|Excellent |
21. | Click the Vertical scroll bar to move down the page.
22. | Click the Interview Rating drop-down list for Work Experience.
23. | Click the Excellent list item.
|Excellent |
24. | Click the Interview Rating drop-down list for Technical Skills.
25. | Click the Excellent list item.
|Excellent |
26. | Click the Vertical scroll bar to move up the page.
27. | Click the Overall Rating drop-down list.
28. | Click the Excellent list item.
|Excellent |
29. | Click the Recommendation drop-down list.
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Step ‘ Action Notes

30. | Click the 020 Make Offer list item.
{020 Make Offer |

31. | Click in the Comments field.

32. | Enter "Great Candidate. " into the Comments field.

33. | Click the Submit button.

34. | Click the Home link.
#& Home

35. | Click the Sign out link.

36. | You have completed the topic "Completing an Interview
Evaluation".
End of Procedure.
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Recording the Final Interview Recommendation

This topic will demonstrate the process of giving a final interview recommendation for an
applicant. Examples of recommendations are "Make Offer", "Reject", or "Hold".

Favoriles ¥ Main Meny v Recruiting ¥ Search Applications A& Home Sign out

- CONNECT

Manage Interviews

New Window | Help | Personalze Page | &3

Save | | goRetum Personaiize

Applicant Name ISHA BEAZER
Applicant ID

Job Posting Title
Job Code

Job Opening ID 1027
Job Opening Status
Business Unit
Position Number

Interview Summary (;

Select  Dote Start Time End Time Time Zone  Location Submitted Status Final Recommendation

® 0011472015 10:304M 11:30AM EST v Unconfirmed 005 Interview 4

Date 0 & Editinterview Schedule

Start Time

End Time 11

Location AOC ROOM: 508 Taylor Avenue Annapoiis, MD 21401

Submitted Ye
Status Unconfrmed

Final Recommendation 7

Final Recommendation 005 interview

EE

Reason

Procedure

In this topic, the Hiring Manager completes the Final Interview Recommendation.

Step @ Action Notes

1. Click in the User ID field.

Enter "david.warnick" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

6. Click the Main Menu button.

Main Menu ~

7. Click the Recruiting menu.
1 Recruiting *

8. Click the Search Applications menu.
Ij Search Applications
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9. Click the Search My Applicants box to uncheck.

10. | Click in the Last Name field.

11. | Enter "Baezer" into the Last Name field.

12. | Click the Search button.
| Search |

13. | Click the Manage Interviews button.

i

14. | The Manage Interviews page will give you access to the date and
time of the interview as well as interview details.

15. | Click the Final Recommendation drop-down list.
(005 Interview E3

16. | Click the 020 Make Offer list item.
[D20 Make Cffer |

17. | Click the Save button.

18. | Click the Home link.

19. | Click the Sign out link.

20. | You have completed the topic "Recording the Final Interview
Recommendation".
End of Procedure.

Page 36



TCONNECTed

TRAMINCG LIERAE

Delegation of Manager Tasks

TRAINING GUIDE

Delegation of Manager Tasks

During this module you will review topics on:

U

Manage Delegation allows the user to view their delegation activity.

e Understanding Delegation Management

e Delegate Transactions

e Accepting or Rejecting Delegation Authorities
e Reviewing Delegation Proxies

e Revoking Delegation Proxies

nderstanding Delegation Management

Favorites ~ Main Menu = - Manage Delegation

+ CONNECT

#& Home Sign out

Manage Delegation

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate
andror approve transactions for you anu/u YOur SmpiOyace. 1N SAAEER, GHer Mmay Rave daegmed
Fesponsibilty for their ransactions to you

€803 More about Detegation
Select Create Delegation Request to choose fransactions to delegate and praxies 1o act on your banalf.
Create Delegation Request
Select Review My Proxies to review the list of transactions that you have deiegaled and tne proxy for 6ach

Review My Proxies
Select Review My Delegated Authorities to see the list of transactions that have been delegated to you by
others, and 1o accept of reject pending delegation requests.

Review My Delegated Authorities

Procedure

This topic will describe how Manage Delegations.

Step  Action Notes

1.

Click in the User ID field.

New Window | Help | Personalize Page | i)

Enter "marti.robinson" into the User ID field.

Click in the Password field.

2
3.
4

Enter "welcomel" into the Password field.
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Step ‘ Action Notes

5. Click the Sign In button.

Sign In

6. Click the Main Menu button.

7. Click the Self Service menu.

3  Self Senvice k

8. Click the Manage Delegation menu.

|ZE] Manage Delegation

9. Delegation is when a person authorizes another to serve as their
representative for a particular transaction during a specific time
frame.

For example, a manager takes leave and wants to delegate their
managerial transactions to another manager/employee while
away from the office.

10. | Learn More about Delegation - Learn the definition of
delegation, how to manage delegations and FAQs.

11. | Create Delegation Request - Delegate one or more transactions
to another person that may act on your behalf for initiations or
approvals.

12. | Review My Proxies - Searching and updating the status of the
delegation requests.

For example, here is where a delegator can revoke a delegation
requests.

13. | Review My Delegated Authorities - You can accept or reject the
delegation requests.

14. | Click the Home link.

Home ‘

15. | Click the Sign out link.
Sign out ‘

16. | You have completed the Manage Delegation topic.
End of Procedure.
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Delegating Job Offer and Opening Approvals

This topic demonstrates the process for delegating transactions. Connect uses delegation to
authorize on person to serve as another person's representative when performing specific job
duties.

Favorites ¥ Main Menu ¥ Self Service ¥ Manage Delegation #& Home Sign out

- CONNECT

Create Delegation Request

New Window | Help | Personalize Page |

Select Transactions
AMY BOSLEY
Administrative Clerk |

Select the transactions that you want to delegate to a proxy. You can select one or many transactions

Delegate Transactions
Transaction
Approve Job Offer
[E] Approve Job Opening
[E] Approve Promotion

[F] Approve Reporting Change

e

Compensation Approvals

[F] Confirm Compensation Proposals

[7] Employee Absence Balance

[E] Employee Absence History
Employee Absence Request

[F] Employee Progression Chart

[ initiate Promotion

Initiate Reporting Change

Manage Approve Overtime

Manage Approve Reported Time

1 @ 3@

Manage Overtime Request =

Procedure

In this topic, an Administrative Official delegates approval responsibilities for Job Offers and Job
Openings to a Hiring Manager.

Step  Action Notes

1. Click in the User ID field.

2. Enter "amy.bosley" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.
Sign In
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Step ‘ Action Notes

6. Click the Main Menu button.

7. Click the Self Service menu.

I self Service *

8. Click the Manage Delegation menu.

[£]  Manage Delegation

9. Click the Create Delegation Request link.

Create Delegation Request

10. | A date range must be entered in order to delegate
responsibilities.

11. | Click in the From Date field.

09/05/2015

U WL F

12. | Press [Backspace].

13. | Enter "11/20/2015" into the From Date field.

14. | Click in the To Date field.

L]

15. | Enter "11/30/2015" into the To Date field.

16. | Click the Next button.
Mext

17. | Here, you are able to delegate multiple responsibilities. In this
example, we will delegate the "Approve Job Offer" and "Approve
Job Opening" responsibilities.

Note: this list will vary based on the user's role.

18. | Click the Approve Job Offer option.

19. | Click the Approve Job Opening option.

20. | Click the Next button.
| Mext

21. | Now you will choose your delegate for the transactions selected.

Click the DAVID WARNICK option.

22. | Click the Vertical Scroll bar to move down the page.
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23.

Click the Next button.
I Next |

TRAINING GUIDE

24.

Before submitting, review the Delegation Detail page to confirm
the information is correct.

25.

Click the Submit button.

26.

Once you submit your request the proxy will receive notification
to either 'Accept’ or 'Decline' the request. Once accepted the
proxy will receive notifications for the transactions selected as
well as see the alerts in their dashboards (depending on which
transactions have been delegated).

Click the OK button.
[ ok |

27.

You may always review your proxies and revoke access prior to
expiration.

28.

Click the Home link.

29.

Click the Sign out link.

30.

You have completed the topic "Delegating Job Offer and Opening
Approvals".
End of Procedure.
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Accepting or Rejecting Delegation Authorities

This topic demonstrates the process of accepting or rejecting a delegation request. A delegation
is the act of giving one's authority to another user.

Favorites ¥ Main Menu ¥ >  Self Service ¥ Manage Delegation ‘ Home \ Sign out

- CONNECT

Maryland Judiciar

New Window | Help | Personalize Page | £
My Delegated Authorities
AMY BOSLEY

Administrative Clerk |

This page allows you to view your delegated authorities. Select a particular status and select Refresh to
show the matching requests. Select the information icon for request details

Show Requests by Status | Submitied =] Refresh

Choose Delegate

Transaction Name Job Title From Date To Date Request Status g:,:teug;“on Details

EDWARD MALLOY 09/14/2015 09/21/2015 Submitted Inactive (i ]

Judge - District
Court
Select All Deselect All Accept Reject

Return to Manage Delegation

Procedure

In this topic, an Administrative Official accepts the responsibility for Job Offers and Job Openings
approvals.

Step | Action Notes

1. Click in the User ID field.

Enter "amy.bosley" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

6. Click the Main Menu button.

Main Menu ¥
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7. Click the Self Service menu.
d  Self Service *
8. Click the Manage Delegation menu.
J Manage Delegation
9. Click the Review My Delegated Authorities link.
| Feview My Delegated Authorities
10. | Click the Multiple Transactions link.
Multiple Transactions
11. | The Multiple Transactions page will appear. Review to find out
which transactions are being delegated and who is delegating
them to you.
12. | Click the Return button.
| Return |
13. | Click the Multiple Transactions option.
14. | Here, you can either Accept or Reject the delegated authority. In
this example we will Accept.
15. | Click the Accept button.
| Accept |
16. | Click the OK button.
I oK |
17. | Click the Home link.
18. | Click the Sign out link.
Sign out
19. | You have completed the topic "Accepting or Rejecting Delegation
Authorities".
End of Procedure.

Page 43



TRAINING GUIDE CONNECTed

TR A IKIG LIER N

Reviewing Delegation Proxies

Reviewing Delegation Proxies

This topic demonstrates the process for reviewing your proxies. In Connect, you are able to
view their name, job title, and delegation period and delegation authority.

Favorites ¥ Main Menu ¥ Self Service ¥ Manage Delegation 4 Home | Signout

- CONNECT

Maryland Judiciary

New Window | Help | Personalize Page | i
My Proxies
AMY BOSLEY

Administrative Clerk |

This page allows you to view your proxies and the request status for each delegation request. Select a
particular status and select Refresh to show the matching requests. Select the information icon to view
request details. To revoke requests, select the request, then select Revoke.

Show Requests by Status E Refresh

Choose Delegate

Transaction Name Job Title From Date To Date g;qm“:s‘ [s)gz?:m" Details

Approve Job Offer DAVID WARNICK County Clerk 11/20/2015  11/30/2015 Revoked Inactive [i]

Approve Job Opening DAVID WARNICK County Clerk 11/20/2015 11/30/2015 Revoked Inactive 0
Select All Deselect All

Return to Manage Delegation

Procedure

In this topic, an Administrative Official reviews the delegated responsibility for Job Offers and
Job Openings Approvals.

Step | Action Notes

1. Click in the User ID field.

Enter "amy.bosley" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

6. Click the Main Menu button.

Main Menu ~

7. Click the Self Service menu.
[J  Self Service »
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8. Click the Manage Delegation menu.

Ij Manage Delegation

9. Click the Review My Proxies link.
| Review My Proxies |

10. | The "My Proxies" page allows the user to review their proxies.

11. | Click the Home link.
# Home

12. | Click the Sign out link.

13. | You have completed the topic "Reviewing Delegation Proxies".
End of Procedure.

Revoking Delegation Proxies

Revoking Delegation Proxies

This topic will demonstrate the process for a delegator withdrawing delegated authority. When
a person is granted authority to act on behalf of another user, that person is deemed a proxy.

Favorites ¥ Main Menu ¥ Self Service ¥ Manage Delegation A Home Sign out

- CONNECT

My Proxies

New Window | Help | Personalize Page | i

AMY BOSLEY

Administrative Clerk |
This page allows you to view your proxies and the request status for each delegation request. Select a

particular status and select Refresh to show the matching requests. Select the information icon to view
request details. To revoke requests, select the request, then select Revoke.

Show Requests by Status =] Refresh

Choose Delegate

Transaction Name JobTite FromDate  ToDate  ReauestStatus DEe0ON  pepsity
[@ Approve Job Offer DAVIDWARNICK ~ CountyClerk 11202015 11/30/2015 Submitted Inactive [i]
[¥]| Approve Job Opening DAVIDWARNICK ~ CountyClerk 112012015 11/30/2015 Submitted  Inactive (i)
Select Al Deselect Al Revoke

Retum to Manage Delegation

Procedure

In this topic, an Administrative Official revokes the responsibility for Job Offers and Job
Openings Approvals.
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1. Click in the User ID field.

Enter "amy.bosley" into the User ID field.

Click in the Password field.

2
3
4, Enter "welcomel" into the Password field.
5

Click the Sign In button.

Sign In

6. Click the Main Menu button.

Main Menu V‘

7. Click the Self Service menu.
L1 Self Service L4

8. Click the Manage Delegation menu.

J Manage Delegation

9. Click the Review My Proxies link.
| Feview My Proxies

10. | All proxies are listed in the "My Proxies" page. You now have the
opportunity to select the delegation requests that you wish to
revoke.

11. | Click the Approve Job Offer option.

12. | Click the Approve Job Opening option.

13. | Click the Revoke button.
| Revoke |

14. | Click the Yes - Continue button.
[ Yes-Continue |

15. | Click the OK button.
I oK |

16. | Click the Home link.

17. | Click the Sign out link.
Sign out

18. | You have completed the topic "Revoking Delegation Proxies".
End of Procedure.
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Create and Update Performance Documents

During this module you will review topics on:
e Create Annual Performance Document (APA)
e Review and Update APA Documents

e Creating a Performance Improvement Plan Document (PIP)
e Reviewing and Update PIP Documents

Create Annual Performance Document (APA)

Managers will have the ability to create annual performance documents for their team
members in just a few easy steps.

Favorkes ~ Main Merws ~ Maneger Self Service ¥ Performance Management ~ Performance Documents ~ Create Documents
v CONNECT
Create Performance Documents
Employee Selection Criteria
Select the empioyeas you 3o C1aing new performance doc uments for
As Of Date 07282015 & Refresh Employees
nd Employse
CONNIE GREEN's employces

Celeet Noarw

Y S 88K

Solect A4 Desslect A2

Continue

Procedure

In this topic you will go through the steps for creating the annual performance document.

Step Action Notes

1. Enter "deborah.kiel" into the User ID field.

2. Click in the Password field.

3. Enter "welcomel" into the Password field.
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4, Click the Sign In button.
Sign In

5. Click the Main Menu button.

Main Menu "‘

6. Click the Manager Self Service menu.

[d Manager Self Senvice ¥

7. Click the Performance Management menu.

1 Performance Management ¥

8. Click the Performance Documents menu.

L Periormance Documents r

9. Click the Create Documents menu.
|_1 Create Documents

10. | Note: Managers are rated on 7 competencies and non-manager
employees are rated on 5 competencies.

To account for this difference, a separate manager performance
document and employee performance document have been
created.

When creating the performance documents for your team, you
will assign the manager and employee documents accordingly.

11. | Inthis example, only 1 of Deborah's team members is a
Supervisor. The remaining 6 are non-manager employees.

12. | Click the Select All link.

13. | Click the Select checkbox to deselect Ginger Lockhart.

14. | Click the Continue button.
| Continue |

15. | Click in the Period Begin Date field.

L]

16. | Enter "01/01/2016" into the Period Begin Date field.

17. | Click in the Period End Date field.

L]

18. | Enter "12/31/2016" into the Period End Date field.
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19. | Click the Document Type drop-down list.
20. | Click the Annual Performance Appraisal list item.
[Annual Performance Appraisal |
21. | Click the Template drop-down list.
22. | Click the Annual Perform Appraisal- Empl list item.
[Annual Perform Appraisal- Emp |
23. | Click the Create Documents button.
| Create Documents |
24. | Click the Create Documents link.
| Create Documents |
25. | Click the Select checkbox for Ginger Lockhart.
26. | Click the Continue button.
| Continue |
27. | Click in the Period Begin Date field.
28. | Enter "01/01/2016" into the Period Begin Date field.
29. | Click in the Period End Date field.
30. | Enter "12/31/2016" into the Period End Date field.
31. | Click the Document Type drop-down list.
32. | Click the Annual Performance Appraisal list item.
[Annual Performance Appraisal |
33. | Click the Template drop-down list.
34. | Click the Annual Perform Appraisal - Mgr list item.
[Annual Perform Appraisal - Mar |
35. | Click the Create Documents button.
| Create Documents |
36. | Click the Current Documents link.
| Current 30cuments|
37. | Click the Home link.
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38. | Click the Sign out link.

39. | You have completed the steps for creating the annual
performance document.
End of Procedure.

Review and Update APA Documents

Managers will be able to update and share the performance document with employees.

Viaracee “all Zervee

CT

8 Serionat and e 1o gve 1IN

woN -

Procedure

In this topic you will go through the steps for reviewing and updating the annual performance
appraisal document.

Step @ Action [\ [o] {=1

1. Click in the User ID field.

2. Enter "connie.green" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.
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5. Click the Sign In button.
Sign In

6. Click the Main Menu button.
7. Click the Manager Self Service menu.

[ Manager Self Service 3
8. Click the Performance Management menu.

1 Performance Management L
9. | Click the Performance Documents menu.

J  Performance Documents b
10. | Click the Current Documents menu.

| =]  Current Documents

11. | Click the DEBORAH WHITAKER link.

DEBORAH WHITAKER
12. | Click the Vertical Scrollbar to scroll down the page.
13. | Click the Expand link.

Expand
14. | Click the Manager Rating list.
15. | Click the Meets Standards list item.
16. | Click the Vertical Scrollbar to scroll down the page.
17. | Click the Manager Rating list.
18. | Click the Meets Standards list item.
19. | Click the Vertical Scrollbar to scroll down the page.
20. | Click the Manager Rating list.
21. | Click the Exceeds Standards list item.
22. | Click the Vertical Scrollbar to scroll down the page.
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23. | Click the Manager Rating list.

24. | Click the Exceeds Standards list item.
Exceeds Standards \

25. | Click the Vertical Scrollbar to scroll down the page.

26. | Click the Manager Rating list.

27. | Click the Exceeds Standards list item.
Exceeds Standards \

28. | Click the Vertical Scrollbar to scroll down the page.

29. | Click the Manager Rating list.

30. | Click the Meets Standards list item.
Meets Standards \

31. | Click in the Manager Comments field.

32. | Enter "Needs to learn new management techniques that will
help improve." into the Manager Comments field.

33. | Click the Vertical Scrollbar to scroll down the page.

34. | Click the Manager Rating list.

35. | Click the Exceeds Standards list item.

Exceeds Standards

36. | Click the Vertical Scrollbar to scroll down the page.

37. | Click the Calculate Rating button.
m

38. | Click in the Manager Comments field.

39. | Enter "Great work and management! New techniques will take
you over the top." into the Manager Comments field.

40. | Click the Save button.

Save

41. | Click the Vertical Scrollbar to scroll down the page.

42. | Click the Development Goals tab.
| Development Goals |

43. | Click the Expand link.
Expand
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44. | Click the Edit Details button.
&
45. | Click in the Employee Measurement field.
46. | Enter "Let's start measuring the learning of new management
techniques for 2015." into the Employee Measurement field.
47. | Click the Update button.
Update
48. | Click the Vertical Scrollbar to scroll down the page.
49. | Click the Overall Summary tab.
Owerall Summary
50. | Notice the Manager Rating.
51. | Click the Share with Employee button.
Share with Employee
52. | Click the Confirm button.
53. | You have completed the employee's Annual Performance
Appraisal.
Click the Home link.
54,
55. | You have completed the steps for reviewing and updating the
annual performance appraisal document.
End of Procedure.
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Creating a Performance Improvement Plan Document (PIP)

Managers will have the ability to create performance improvement plan documents for their
team members.

Favorites ¥ Main Menu ¥ Manager Self Service ¥ Performance Management ¥ Performance Documents ¥ Create Documents * Home Sign out

+ CONNECT

Create Performance Documents

New Window | Help | Personalize Page |

Complete the information in the Document Creation Details section below, then select Create Documents to generate documents for the employee
(s) you previously selected

Document Creation Details

Period Begin Date 03012015 |ij Period End Date 06/152015 |y
Document Type | Performance Improvement Plan 52|
Clone from Prior Document| No =
Templ

Create Documents

Selected Employees

Employee ID Last Name First Name
000007117 EDWARDS NICOLE

Retum to Select Employees

Procedure

In this topic you will go through the steps of creating a Performance Improvement Plan (PIP)
document.

Step | Action Notes

1. Click in the User ID field.

2. Enter "mary.abrams" into the User ID field.

3. Click in the Password field.

4, Enter "welcomel" into the Password field.

5. Click the Sign In button.

Sign In

6. Click the Main Menu button.

7. Click the Manager Self Service menu.

| I Manager Self Service P|

8. Click the Performance Management menu.

| d  Performance Management P|
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9. Click the Performance Documents menu.
| 1 Performance Documents L |
10. | Click the Create Documents menu.
| ._| Create Documents |
11. | Click in the As Of Date field.
12. | Press [Backspace].
13. | Enter "07/15/2015" into the As Of Date field.
14. | Click the Refresh Employees button.
| Refresh Employees
15. | Click the Vertical scrollbar to navigate down the page.
16. | Click the check box for NICOLE EDWARDS.
17. | Click the Continue button.
18. | Click in the Period Begin Date field.
19. | Enter "03/01/2015" into the Period Begin Date field.
20. | Click in the Period End Date field.
21. | Enter "06/15/2015" into the Period End Date field.
22. | Click the Document Type drop-down list.
23. | Click the Performance Improvement Plan list item.
24. | Click the Template drop-down list.
25. | Click the Performance Improvement Plan list item.
26. | Click the Create Documents button.
| Create Documents |
27. | Thisis the Results page. Verify that the document was created
successfully by viewing the Status column.
28. | Click the Home link.
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29. | Click the Sign out link.
-

30. | You have completed the steps to creating a Performance
Improvement Plan (PIP) document.
End of Procedure.

Reviewing and Update PIP Documents

Managers will have the ability to review and add development goals to performance
improvement plan documents that they have created.

Favoiites ¥ Main Menu ¥ Manager Self Service ¥ > Performance Management ¥ > Performance Documents ¥ Current Documentsfi|

# Home Sign out

+ CONNECT
-
Maryland Judiciary
0 '« . . =
Performance Process Performance Improvement Plan Retum to Current Documents | Save Skip Checkpoint | | | Share with Employee
Steps and Tasks ¢ o~ | Checkpoint 1 - Update and Share &Pt | oty | B)Exor
NICOLE EDWARDS NICOLE EDWARDS
Performance Improvement Plan Actions »
03/012015 - 061512015 Ovenview Job Title PSC Case Manager Manager MARY ABRAMS
J Document Type Performance Improvement Plan Period 03/01/2015 - D6/1572015
1 Checkpoint 1 Template Perfomance Improvement Plan Document D 987
DueDste 042112015 ‘ Status In Progress Due Date 041212015
Update and Share =
Review with Employee YYour comments are currently not shared with your employee
1. Enter your comments on the employees progress against their performance criteria.
5 2. When ready select the Share with Employee button save your changes and notify the employee your comments have been shared. This can be done
Finalize Criteria before or after you meet with the employee to discuss their progress.
DueDste 042112015 3. Once you have shared your comm

vents and had a discussion select the Complete Checkpoint button to mark this step as complete.

I

Complete Manager Evaluation
DueDste 0&/152015
. L Goals || Leaming

Section 1 - Employee Goals

Employee Goals will be evaluated by: Employee, Manager
[& Add Goal
Goals & Objectives Summary

Manager Comments
ol Font -||see -||B I U

Employee Comments [Employee's comments are not shared ]

Procedure

In this topic you will go through the steps to review and update a PIP document with a
development goal.

Step @ Action Notes

1. Click in the User ID field.

2. Enter "mary.abrams" into the User ID field.
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3. Click in the Password field.
4, Enter "welcomel" into the Password field.
5. Click the Sign In button.
Sign In
6. Click the Main Menu button.
hain Menu "
7. Click the Manager Self Service menu.
| 1 Manager Seif Service l"|
8. Click the Performance Management menu.
| d  Performance WManagement l‘|
9. Click the Performance Documents menu.
| 1 Performance Documents ¥ |
10. | Click the Current Documents menu.
=]  Cumrent Documents
11. | The Current Performance Documents page lists all the
performance documents for employees for which you are
manager. The page lists the employee, the status of the
document, and the dates associated with the document.
12. | Click the NICOLE EDWARDS link.
MICOLE EDWARDS
13. | Click the Add Goal link.
14. | Click in the Title field.
15. | Enter "IT Skills" into the Title field.
16. | Click in the Description field.
17. | Enter "Develop SQL skills" into the Description field.
18. | Click the Add button.
19. | Click the Vertical scrollbar to navigate down the page.
20. | Click in the Manager Comments field.
21. | Enter "SQL will be reviewed" into the Manager Comments field.
22. | Click the Vertical scrollbar to navigate down the page.
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23. | Click in the Manager Comments field.

24. | Enter "SQL will be reviewed" into the SQL field.

25. | Click the Share with Employee button.
| Share with Employee |

26. | Click the Confirm button.

27. | Notice the green check mark that indicates the comments were
shared successfully with the employee.

28. | Click the Home link.

29. | Click the Sign out link.
Sign out

30. | You have completed the steps to review and update a PIP
document with a development goal.
End of Procedure.
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activity In the CONNECT Education and Learning system, activity is an instance of a

catalog item (sometimes called a class) that is available for enroliment. The
activity defines such things as the costs that are associated with the offering,
enrollment limits and deadlines, and wait listing capacities.

check box A check box is a small square box that turns an option on or off.

pagelet Each block of content on the home page is called a pagelet. These pagelets
display summary information within a small rectangular area on the page.
The pagelet provide users with a snapshot of their most relevant PeopleSoft
Enterprise and non-PeopleSoft Enterprise content.

search Search is composed of basic and advance search. Both allow you to look up
data based on information provided such as Employee ID or Name, or
selecting options from drop-down list boxes.

Sign in To Sign in or Log in indicates when the site opens, you type in your User ID
and Password to access the secured areas.
worklist The automated to-do list that CONNECT Workflow creates. From the

worklist, you can directly access the pages you need to perform the next
action, and then return to the worklist for another item.
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